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PHILOSOPHY  FOR  ACCREDITATION  STANDARDS 

The  system  of  free,  compulsory  public  education  is  an  integral  part  of  the  American 
democratic  society.   The  Montana  State  Board  of  Education  is  dedicated  to  the  premise 
that  the  continuation  of  the  American  way  of  life  demands  quality  education  for  all 
citizens.   Therefore,  the  State  Board  of  Education  has  set  forth  the  following 
statement  as  a  framework  within  which  it  shall  function  in  carrying  out  its  con- 
stitutional and  statutory  responsibilities. 

The  State  Board  of  Education  is  dedicated  to  its  duty  to  act  as  a 
policy-making  body.   With  the  advice  and  counsel  of  lay  and  pro- 
fessional individuals  and  groups,  the  Board  endeavors  to  give  leader- 
ship to  the  establishment  of  an  educational  program  dedicated  to  the 
welfare  of  all  the  people  of  Montana.   Each  child  must  be  provided 
basic  educational  opportunities  regardless  of  where  he  lives  in  the 
state,  the  size  of  the  school  he  attends,  the  race,  creed  or  financial 
status  of  his  family. 

The  State  Board  of  Education  has  legal  responsibilities  for  establishing  accredi- 
tation standards;  it  also  recognizes  that  it  is  at  the  local  level  that  boards  of 
trustees,  school  administrative  personnel,  teachers  and  school  patrons  interpret 
and  implement  the  accreditation  standards  into  an  educational  program.   Accredita- 
tion standards  have  been  developed  with  the  basic  belief  that  educators  at  the 
local  level  should  be  involved  in  the  process  of  evaluating  and  improving  their 
schools.   Through  this  cooperative  effort  the  State  Board  believes  the  accredita- 
tion procedure  will  enhance  and  improve  the  educational  process  for  Montana  citizens. 

The  standards  represent  a  minimum  program.   Communities  wishing  to  go  beyond  this 
minimum  program  are  encouraged  to  do  so  and  are  recognized  for  their  efforts. 

In  addition,  the  standards  allow  communities  to  measure  qualitatively  as  well  as 
quantitatively  the  various  facets  of  their  educational  programs. 

Combining  the  accreditation  standards  for  all  levels,  Grades  K-12,  in  a  single 
publication  provides  a  convenient  and  usable  information  source  for  local  school 
officials.   In  line  with  the  expressed  philosophy-- that  accreditation  should 
facilitate  educational  improvement- -the  Standards  are  provided  in  this  unified 
format. 
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PROPOSED  STANDARDS  FOR  ACCREDITATION  OF  MONTANA  SCHOOLS 
Revised  by  the  State  Board  of  Education 

1970 


To  be  eligible  for  accreditation,  Montana  schools  must  meet  the  following  standards 
for  accreditation  adopted  by  the  Montana  State  Board  of  Education  on  


000.   INTRODUCTION 


The  State  Board  of  Education  has  been  delegated  authority  to  establish  and 
maintain  suitable  standards  of  accreditation  for  all  Montana  public  ele- 
mentary and  secondary  schools  for  the  purpose  of  insuring  the  size,  scope 
and  quality  of  educational  programs  available  to  all  citizens.   Non-public 
schools  are  encouraged  to  meet  and  exceed  the  minimum  levels  of  quality  for 
the  same  purpose.   Non-public  secondary  schools  seeking  state  accreditation 
must  meet  these  standards. 

A  function  of  the  Office  of  the  State  Superintendent  is  to  encourage  local 
initiative  and  responsibility  for  policies  and  programs  of  education  which 
will  result  in  quality  education  for  Montana  youngsters.   The  State 
Superintendent  seeks  to  assist  local  school  boards  in  meeting  and  exceeding 
minimum  standards  with  much  reliance  on  the  vision,  competence  and  coopera- 
tion of  local  leadership. 

010.   Accreditation  Period 

Public  schools  are  considered  for  accreditation  by  the  State  Board 
of  Education  in  March  prior  to  the  adoption  of  preliminary  budgets. 
Private  high  schools  and  state  schools  are  considered  for  accredi- 
tation in  April.   Recommendations  for  accreditation  are  determined 
by  analyses  of  Fall  Report  Forms,  other  reports  and  visitation 
observations  by  supervisory  personnel  from  the  Office  of  the 
Superintendent  of  Public  Instruction.   Accreditation  may  be  granted 
for  a  period  of  one  to  three  years  on  the  basis  of  reports,  self- 
evaluation  and  team  visitation. 

Schools  meeting  the  "recommended"  standards  may  receive  accredita- 
tion for  periods  of  up  to  three  years  by  completing  a  self-evaluation 
followed  by  a  team  visitation  to  review  and  appraise  the  school. 
Schools  may  coordinate  this  phase  with  the  Northwest  Regional 
Accrediting  Association  to  avoid  duplication. 

020.   Levels  of  Accreditation 

021.  Accredited  at  Level  I:   School  meets  all  standards  as  described 
in  the  Standards  for  Accreditation  of  Montana  Elementary  and 
Secondary  Schools  and  exhibits  significant  evidence  of  having 
exceeded  minimum  standards.   Schools  attaining  this  level  of 
accreditation  may  make  application  for  accreditation  for  two 
or  three  years. 

022.  Accredited  at  Level  II:   (One-year  accreditation)   School  meets 
all  minimum  standards  or  deviation(s)  from  standards  are  of  a 
minor  nature. 


\ 


023.  Accredited  at  Level  III:   (One-year  accreditation)   School 
exhibits  serious  and/or  numerous  deviation(s)  from  standards; 
improvement  is  expected  within  the  next  succeeding  school  year. 

024.  Accredited  on  Probation:   School  continues  to  have  serious 
and/or  numerous  deviation(s)  from  standards  or  has  substantially 
increased  the  seriousness  of  deviation(s)  from  the  past  year. 
The  local  school  board  and  other  administrative  officers  must 
adopt  and  submit  a  school  improvement  plan  to  the  Superintendent 
of  Public  Instruction.   This  plan  must  provide  a  systematic  pro- 
cedure for  the  correction  of  infractions  noted. 

025.  Non-accredited:   School  fails  to  have  improved  following  Level  III 
or  probation  citation  of  preceding  year(s). 

030.   Certificate  of  Accreditation 

An  accreditation  certificate  signed  by  the  Governor,  the  Superintendent 
of  Public  Instruction  and  the  appropriate  Supervisor  will  be  issued  to 
each  accredited  school. 

040.   Apportionment  of  State  and  County  Funds 

Apportionment  of  state  and  county  funds  shall  be  made  to  accredited 
schools  in  accordance  with  the  Constitution  and  Statutes  of  Montana. 

050.   Types  of  Schools   (Sections  75-2001,  2005  and  4101,  R.C.M. ,  1947) 

051.  Elementary  School:   An  organizational  unit  composed  of  any 
combination  of  grades  K  through  eight. 

052.  Junior  High  School:   An  organizational  unit  composed  of  grades 
seven,  eight  and  nine  operating  in  conjunction  with  a  senior 
high  school  and  an  elementary  school. 

053.  High  School:   An  organizational  unit  composed  of  any  of  the 
following  combinations. 

"""  053.1   Senior  High  School:   Grades  10-12  operating  in  con- 
junction with  a  junior  high  school  and  an  elementary 
school. 

053.2  Six-year  High  School:   Grades  7-12  operating  in  con- 
junction with  an  elementary  school. 

053.3  Four-year  High  School:   Grades  9-12  operating  in  con- 
junction with  an  elementary  school. 

060.   Approval  of  New  Schools 

To  be  eligible  for  accreditation,  new  junior  high  or  high  schools 
must  be  approved  by  the  Superintendent  of  Public  Instruction  and 
the  Board  of  Education  prior  to  their  establishment. 
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060.   (Continued) 

(Sections  75-4101,  75-4138,  75-4139,  as  amended;  75-4148;  75-4201, 
75-4202,  as  amended;  and  75-4206,  R.C.M. ,  1947.) 

A  school  operating  for  the  first  time  or  a  school  which  was  not  in 
operation  the  previous  year  must  comply  with  statutory  requirements 
for  opening  a  new  school  or  re-opening  a  closed  school  prior  to  such 
opening  or  re-opening.   (Section  75-3611,  R.C.M. ,  1947,  as  amended.) 

070.   Average  Number  Belonging 

071.  Schools  will  be  considered  for  accreditation  provided  the  ANB 
(average  number  belonging)  meets  the  following  minimum  require- 
ments: 

071.1  Elementary  School:   Before  any  elementary  school  having 
an  ANB  of  nine  (9)  or  less  may  be  considered  for  accred- 
itation, it  must  be  approved  as  an  isolated  elementary 
school  (Section  75-3617,  R.C.M.,  1947,  as  amended). 

071.2  Junior  High  School:   ANB  must  be  not  less  than  two 
hundred  (200)  in  grades  7-9  to  be  considered  for 
accreditation. 

071.3  High  School:   Before  any  high  school  having  an  ANB  of 
twenty-four  (24)  or  less  may  be  considered  for  accred- 
itation, it  must  be  approved  as  an  isolated  high  school 
(Section  75-3617,  R.C.M.,  1947,  as  amended). 

072.  Only  schools  which  meet  the  following  ANB  requirements  will  be 
considered  for  Level  I  accreditation: 

072.1  Elementary  School  -  100 

072.2  Junior  High  School  -  300 

072.3  High  School  -  50 

080.   Eligible  School  Pupils 

The  Constitution  of  the  State  of  Montana,  Article  XI,  Section  7, 
and  Sections  75-2004,  75-4205,  75-4228,  75-4230,  75-4231  (8,  9), 
75-4234  and  75-4235,  R.C.M.,  1947,  define  eligibility  of  school 
pupils. 


Section  100  --  Administration  and  Supervision 

In  order  to  operate  effectively,  every  organization  must  have  leadership,  control 
and  final  decision-making  powers  clearly  centered  in  a  recognized  authority.   In 
school  districts,  this  authority  is  the  Board  of  Trustees  working  with  the 
administrator. 

The  Board  is  responsible  for  advisory  and  policy-making  activities  and  functions 
in  accordance  with  a  comprehensive  philosophy.   This  philosophy  gives  direction 
and  guidance  to  the  district's  educational  program,  recognizing  the  aspirations 
of  the  district  as  well  as  legislative  mandates.   The  Board  alone  cannot  formulate 
this  philosophy;  the  total  complement  of  persons  who  will  operate  within  the  con- 
fines of  this  doctrine  must  be  involved  in  its  conception. 

Once  the  philosophy  is  established,  specific  goals  and  objectives  which  form  the 
basis  of  the  school  program  may  be  stated  in  realistic  terms.   The  school  program 
can  then  be  evaluated  against  these  goals  and  objectives  and  adjustments  can  be 
made  as  part  of  the  natural  process  of  planning. 

A  school  district  should  publish  its  operational  procedures  in  a  handbook  so  that 
everyone  affected  by  the  organization  is  aware  of  the  governing  regulations.   In 
this  way,  crises  can  often  be  avoided  when  controversy  arises. 

The  district  superintendent  is  responsible  for  providing  leadership  and  program 
supervision  for  the  district.   The  nature  of  this  position  requires  a  highly- trained, 
experienced  leader  for  instructional,  financial  and  personnel  operations.   The 
superintendent  serves  as  the  executive  officer  of  the  Board  of  Trustees  and,  as 
such,  deserves  the  confidence  and  support  of  the  Board.   Thus,  school  boards 
should  employ  the  best  qualified  person  available  to  meet  district  needs. 

The  foremost  reason  for  a  school's  existence  is  the  instruction  of  students. 
Therefore,  the  superintendent's  main  function  is  to  insure  consistent  quality  in 
the  patterns  of  instruction  offered. 

A  planned  program  of  continuous  supervision  is  essential  for  all  schools.   Such 
a  program  must  include  attention  to  development  of  goals;  coordination  and  control 
of  the  educational  program;  motivation  of  staff  and  students;  problem  solving; 
evaluation;  and  professional  development,  including  in-service  training. 

Each  teacher,  whether  in  a  one-room  multi-grade  school  or  in  a  one-grade  classroom, 
needs  the  opportunity  to  work  closely  with  an  instructional  or  curriculum  specialist. 
Supervision  should  not  be  just  a  type  of  inspection;  it  should  be  aimed  primarily 
at  improving  the  learning  situation  within  the  school.   As  such,  teacher  supervision 
must  be  provided  by  all  persons  —  superintendents ,  principals,  and/or  curriculum 
specialists  and  guidance  personnel --who  are  in  some  way  responsible  for  helping 
teachers  and  students  perceive  their  respective  tasks  more  realistically.   One 
of  the  major  tasks  of  supervisory  personnel  is  to  conduct  classroom  observation 
and  constructive  follow-up  conferences  for  the  purpose  of  improving  instruction. 
The  major  part  of  such  individuals'  time  should  be  devoted  to  activities  which 
promote  the  best  approach  to  various  learning  processes  for  each  individual 
student  within  the  school  and  the  district. 
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100  --  ADMINISTRATION  AND  SUPERVISION 


Minimum 

Recommended 

110.   Board  of  Sch 

ool  Trustees 

111.   Meetings 

111.   Meetings 

Boards 

shall  conduct  regular 

Boards  shall  hold  addi- 

monthly meetings  and  keep  records 

tional  meetings  and  in- 

in accordance  with  the  statutes 

clude  consideration  of 

(Section  75-1672,  as  amended; 

all  aspects  of  education 

75-4106;  75-1901;  75-1902; 

--curriculum  as  well  as 

75-4231,  R.C.M. ,  1947). 

finance. 

112.   Philosophy  and  Objectives 

112.1 

Each  school  district  shall 
formulate  a  carefully 
written  comprehensive 
philosophy  of  education 
which  reflects  the  needs 
of  the  students,  and  this 
instrument  shall  be  con- 
sistent with  the  ideals 
and  principles  of 
American  democracy. 

112.2 

Each  school  district  shall 
also  formulate  a  state- 
ment of  specific  object- 
ives which  describe  how 
the  schools  are  attempt- 
ing to  achieve  their 
particular  philosophy. 

112.3 

Such  statements  should  be 
formulated  cooperatively 
by  the  school  trustees, 
administration,  staff, 
students  and  citizens. 

112.4 

Such  statements  should  be 
realistic  in  terms  of 
possible  achievement  and 
should  be  evident  in  all 
phases  of  the  educational 
program. 

112.5 

Such  statements  shall  be 
reviewed  annually  and  re- 
vised as  deemed  necessary. 
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100  --  ADMINISTRATION  AND  SUPERVISION 


Minimum 


Recommended 


113.  Written  Policy 

113.1  Each  school  district  shall 
have  written  policies  which 
delineate  the  responsibili- 
ties of  the  Eoard,  the 
Superintendent,  and  per- 
sonnel employed  by  the 
school  district,  which  will 
be  reviewed  at  the  end  of 
each  accreditation  period 
and  which  are  available  to 
employees  and  patrons  of 
the  school, 

113.2  Each  school  district  shall 
have  written  policies  re- 
garding selection  and  use 
of  materials  and  services 
with  special  consideration 
for  controversial  and  spon- 
sored materials.   The 
selection  and  use  of  speci- 
fic items  of  material  are 
the  responsibility  of  local 
school  boards,  with  the 
advice  of  the  staff. 

114.  Contracts 

Each  district  shall  have  valid 
written  contracts  with  all  regu- 
larly employed  administrative, 
supervisory  and  teaching  person- 
nel (Sections  75-1632(2)  and 
75-4141,  R.C.M. ,  1947). 

115.  School  Term 

Each  school  district  shall  sched- 
ule a  school  term  consisting  of 
at  least  180  days,  Monday  through 
Friday,  in  accordance  with  Section 
75-2203,  RoC.M. ,  1947,  as  amended. 
A  Saturday  may  not  count  as  an 
instructional  day  unless  it  is 
used  as  a  make-up  day  when  an 
emergency  has  closed  school  during 
the  regular  school  week.   In  such 
emergencies,  approval  for  holding 
school  on  a  Saturday  must  be 
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100  --  ADMINISTRATION  AND  SUPERVISION 


Minimum 


Recommended 


115.  (Continued) 

obtained  from  the  State  Superin- 
tendent of  Public  Instruction 
except  where  an  emergency  is  of 
one  day  duration  and  is  to  be 
made  up  on  Saturday  of  the  same 
week,  in  which  instance  the 
District  or  County  Superintendent 
may  approve  the  make-up  day. 

116.  Relationship  to  District 
Superintendent 

The  Board  of  Trustees  shall  trans- 
act official  business  with  pro- 
fessional personnel  and  other 
employees  only  through  the  District 
Superintendent  of  Schools,, 

120.   District  Superintendent 

121.  Each  school  district  operating  an 
elementary  and  high  school  must 
have  a  superintendent.   He  shall 
be  certificated  in  accordance 
with  the  statutes  and  with  the 
rules  and  regulations  of  the  State 
Board  of  Education. 

122.  He  shall  be  responsible  for  the 
selection  and  assignment  of  all 
school  employees  and  for  the 
administration  and  supervision  of 
the  educational  program,  subject 
to  the  approval  of  the  Board  of 
Trustees. 


130.   Principal 


131.  The  Principal  shall  be  certifi- 
cated in  accordance  with  the 
statutes  and  with  the  rules  and 
regulations  of  the  State  Board  of 
Education. 

132.  Requirements  for  the  services  of 
principals  are  determined  by 
enrollments  of  schools  or  school 
districts. 


121, 


The  Superintendent  shall 
have  completed,  or  shall 
be  working  toward  a  sixth- 
year  program  or  doctorate, 


131. 


The  Principal  shall  have 
completed,  or  shall  be 
working  toward  a  sixth- 
year  program  or  doctorate, 
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100  --  ADMINISTRATION  AND  SUPERVISION 


Minimum 


Recommended 


132.1  Any  school  with  an  enroll- 
ment of  fewer  than  150 
students,  not  under  the 
supervision  of  a  District 
Superintendent,  shall  pro- 
vide for  supervision  and 
administration  at  the 
minimum  average  of  one-half 
day  per  teacher  per  month 
either  through  the  office 

of  the  County  Superintendent 
or  through  the  shared  ser- 
vices of  elementary  princi- 
pals, subject  area  consult- 
ants and/or  curriculum  con- 
sultants „ 

132.2  In  any  school  district  with 
a  combined  elementary  and 
secondary  enrollment  of  50 
but  less  than  150  students, 
where  the  superintendent 
serves  as  both  elementary  and 
secondary  principal,  the 
superintendent  shall  devote 
50  per  cent  of  his  time  to 
supervisory  work  in  both 
schools. 

132.3  In  any  school  district  where 
the  combined  elementary  and 
secondary  enrollment  exceeds 
150  but  is  less  than  300,  the 
superintendent  may  serve  as 
half-time  elementary  or  high 
school  principal.   The  district 
must  employ  a  half-time  ele- 
mentary or  high  school  princi- 
pal for  the  other  unit  in  the 
district,,   The  superintendent 
shall  devote  50  per  cent  of 
his  time  to  supervision  and 
administration  of  the  school  to 
which  he  is  assigned  as  princi- 
pal. 

132.4  Any  school  with  an  enrollment 
of  150  to  249  shall  employ  a 
half-time  principal  (in  addi- 
tion to  the  superintendent)  who 
shall  devote  half-time  to  super- 
vision and  administration. 


132.1  Any  school  with  an  enroll- 
ment of  fewer  than  150  stu- 
dents, not  under  the  super- 
vision of  a  District 
Superintendent,  shall  make 
provision  for  a  qualified 
principal  to  devote  a 
minimum  average  of  one-half 
day  per  teacher  per  month 
for  each  professional  staff 
member  providing  service  to 
the  school  program. 


132.2  In  any  school  district  with 
a  combined  enrollment  of  50 
but  less  than  150  students, 
provision  shall  be  made  for 
either  an  elementary  or  a 
high  school  principal  (in 
addition  to  the  superintendent) 
who  shall  devote  at  least  one- 
half  of  each  school  day  to 
supervision  and  administration. 


132.3  In  any  school  district  where 
the  combined  enrollment  ex- 
ceeds 150  but  is  less  than 
300,  the  district  shall 
employ  an  elementary  and  a 
high  school  principal  (in 
addition  to  the  superintendent) 
who  shall  devote  at  least  one- 
half  of  each  school  day  to 
supervision  and  administration. 
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100  --  ADMINISTRATION  AND  SUPERVISION 


Minimum 


Recommended 


132,5  Any  school  with  an  enroll- 
ment exceeding  250  shall 
employ  a  principal  (in 
addition  to  the  superin- 
tendent) who  shall  devote 
full-time  to  supervision 
and  administration. 

132 o 6  Any  junior  or  senior  high 
school  with  an  enrollment 
of  over  500  students  shall 
employ  an  assistant  to  the 
principal  who  shall  devote 
at  least  one-half  of  each 
school  day  to  supervision 
and  administration. 

132„7  Any  elementary  school  with 
an  enrollment  of  over  650 
students  shall  employ  an 
assistant  to  the  principal 
who  shall  devote  at  least 
one-half  of  each  school  day 
to  supervision  and  adminis- 
tration. 


140.   Supervisory  and  Administrative  Time 
and  Clerical  Assistance 

141.  Supervision  and  administration 
shall  include  a  continuous  in- 
service  program  for  the  improve- 
ment of  instruction,   A  minimum 
in-service  program  shall  consist 
of  monthly  meetings  devoted  to 
instructional  improvement. 

142.  Supervisory  activities  shall  main- 
tain a  balanced  approach  which 
utilizes  the  appropriate  techniques 
determined  by  the  situation,,   Class- 
room observation,  analysis  of 
teacher-pupil  interaction,  group  or 
individual  problem  solving,  demon- 
stration teaching  and  follow-up 
conferences  which  improve  the  learn- 
ing situation  for  students  are 
supervisory  activities. 


132.5  The  principal  shall  be 
employed  for  a  minimum 
of   ten  months. 


132.6  The  principal  shall  be 
employed  for  a  minimum 
of  eleven  months. 


132.7  Any  school  with  an 

enrollment  of  over  500 
students  shall  employ 
an  assistant  to  the 
principal  who  shall 
devote  at  least  one-half 
of  each  school  day  to 
supervision  and  adminis- 
tration. 
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100  --  ADMINISTRATION  AND  SUPERVISION 


Minimum 


Recommended 


143.  Clerical  assistance:   Each  superin- 
tendent shall  have  a  full-time 
secretary.   Clerical  assistance 
for  principals  and  assistant  prin- 
cipals shall  be  equal  to  the 
assigned  time  for  their  duties. 

144.  Any  district  which  has  more  than 
one  secondary  school  (junior  and/or 
senior  high  school)  shall  assign  a 
secondary  school  curriculum  coordi- 
nator for  the  instructional  program. 
The  coordinator  may  be  one  of  the 
principals. 

145.  Any  district  employing  two  or  more 
elementary  principals  shall  assign 
a  coordinator  for  the  instructional 
program.   The  coordinator  may  be 
one  of  the  principals. 


150.   Reports 

Report  forms  supplied  by  the  Office  of 
the  Superintendent  of  Public  Instruction 
must  be  completed  and  filed  in  the  Office 
of  the  Superintendent  of  Public  Instruc- 
tion on  or  before  the  date  indicated  on 
the  report  forms. 

160.   Records 

161.  Each  school  shall  keep  a  permanent 
file  of  pupil  records.   This  file 
shall  be  kept  in  a  fireproof  vault 
or  file  in  the  school  building. 
All  new  or  remodeled  buildings 
shall  be  equipped  with  at  least  a 
Class  "C"  fireproof  vault. 

162.  To  achieve  a  correlated  guidance 
and  counseling  program,  pupil 
personal  folders  shall  be  continu- 
ous and  cumulative,  showing  as 
graphically  as  possible  the  com- 
plete elementary  and  high  school 
record  of  each  pupil,  including 
teacher  reports;  health,  attend- 
ance and  activity  records;  and 
results  of  comprehensive  standard- 
ized aptitude,  mental  and  scholastic 
achievement  tests. 


144.   The  school  curriculum 
coordinator  shall  hold 
a  Class  3  certificate 
endorsed  for  Supervisor 
of  Secondary  Curriculum. 


145.   The  elementary  curriculum 
coordinator  shall  hold  a 
Class  3  certificate  en- 
dorsed for  Supervisor  of 
Elementary  Curriculum. 
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100  --  ADMINISTRATION  AND  SUPERVISION 


190. 


Minimum 

Recommended 

163.   When  a  school  closes,  or  is  annexed 
or  consolidated,  or  a  student  moves, 
all  active  pupil  records  shall 
follow  the  student,   All  inactive 
records  shall  be  sent  to  the  County 
Superintendent. 

170.   Extra-curricular  Funds 

A  system  of  bookkeeping  and  annual  audit- 
ing of  extra-curricular  funds  shall  be 
maintained  (Section  75-1632(24)  and 
75-1632.1,  R.C.M. ,  1947). 

180.   Standard  School  Day 

"The  school  day  shall  be  a  pupil  instruc- 
tion day  of  not  less  than  six  hours  in 
length  for  grades  four  through  twelve 
inclusive,  that  it  be  not  less  than  four 
hours  in  length  in  the  lowest  primary 
grades,  and  not  less  than  two  hours  in 
length  for  kindergartens;  provided  that 
in  emergencies  a  lesser  number  of  hours 

180.   Pupil  instruction  day 
shall  be  no  less  than 
4%  hours  in  length  in  the 
primary  grades. 

may  be  approved  by  the  state  board  of 
education."   (Section  75-2201,  R.C.M. , 
1947) 

School  Morale 

191.  School  spirit,  atmosphere  and 
general  morale  can  be  established 
and  maintained  by  promoting  a 
cooperative  and  harmonious  rela- 
tionship among  staff  members, 
students,  trustees,  parents  and 
patrons.   Such  relationships  can 
be  promoted  through  cooperatively 
developed  handbooks  which  inter- 
pret administrative  policies  to 
students,  parents  and  patrons. 

192.  Excessive  teacher  turnover, 
violation  of  accepted  professional 
ethics  in  the  operation  of  the 
school  affairs,  and  lack  of  adminis- 
trative continuity  indicate  defi- 
ciencies in  school  morale  and  will 
be  considered  in  the  accreditation 
process.   Each  situation  will  be 
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100 


ADMINISTRATION  AND  SUPERVISION 


Minimum 

Recommended 

192.   (Continued) 

considered  individually;  however, 

in  general,  excessive  teacher  turn- 

over exists  in  schools  of  ten  or 

fewer  teachers  if  it  exceeds  50  per 

cent,  in  schools  of  11-30  if  it 

exceeds  35  per  cent,  and  in  schools 

of  more  than  30  if  it  exceeds  25  per 

cent.   Rural  schools  with  a  staff 

with  fewer  than  five  teachers  will 

be  considered  on  an  individual  basis. 

12- 


Section  200  --  Personnel 

Teacher  certification,  provided  for  by  state  law,  is  designed  to  protect  the  student, 
his  parents,  and  the  community  from  incompetent  teachers.   Certification  assures  that 
each  teacher  has  met  minimum  general  educational  requirements  as  well  as  having  com- 
pleted specialized  training  in  his  subject(s)  and/or  level. 

The  knowledge  explosion  along  with  development  of  new  teaching  methods  and  techniques 
has  made  four  years  of  college  a  minimum  for  teachers.  Continued  advancement  in  most 
areas  makes  che  fifth  year  and/or  master's  degree  desirable.   (211.) 

The  content  of  a  teacher's  college  preparation,  as  reflected  by  official  college 
transcripts,  must  be  the  basis  for  his  teaching  assignment.   Certificate  endorsement 
provides  a  guideline  but  is  not  a  substitute  for  careful  study  of  the  transcripts 
by  the  teacher's  supervisor.   (214.) 

Ideally,  a  high  school  teacher  should  have  a  teaching  major  in  all  subjects  taught. 
Since  this  is  not  always  possible,  a  teaching  minor  is  acceptable  for  certificate 
endorsement.   If  a  teacher  has  an  area  endorsement  (science,  for  example),  he  may 
teach  specific  subjects  within  the  area  (e.g.  biology)  with  a  minimum  of  15  quarter 
credits  in  such  subjects,  because  related  preparation  in  other  sciences  gives  some 
support  to  this  preparation  in  the  specific  subject.   Fifteen  quarter  credits  in  a 
subject  without  the  related  preparation  (as  evidenced  by  area  endorsement)  is  not 
considered  sufficient  to  teach  the  subject.   (221.  and  222.) 

Students  with  special  needs  require  teachers  trained  beyond  the  basic,  minimum 
teacher  education  program.   (223.) 

The  Class  5  certificate  may  be  issued  at  the  secondary  level  to  persons  without 
professional  (education)  course  work.   These  are  generally  persons  with  strong 
subject  field  preparation  who  can  make  a  contribution  in  their  specific  subject 
fields,  but  who  are  inadequately  prepared  to  teach  a  self-contained  seventh  or 
eighth  grade  classroom.   (224.) 

If  the  junior  high  school  is  to  provide  an  "interim  step"  between  elementary  and 
high  school,  it  must  maintain  some  of  the  educational  qualities  of  both.   Elementary 
teacher  education  programs  should  emphasize  pupil-centered  instruction  in  the 
development  of  the  basic  skills  and  knowledges  underlying  all  areas  of  learning. 
Secondary  teacher  education  programs  should  emphasize  pupil-centered  and  in-depth 
instruction  in  those  areas  of  learning  appropriate  to  the  student's  potentialities. 
Junior  high  school  students  need  experience  with  teachers  trained  at  both  levels  to 
achieve  a  satisfactory  transition  from  elementary  school  to  high  school.   (225.) 

Fewer  than  four  teachers  in  a  high  school  is  considered  insufficient  to  give  the 
educational  foundation  necessary  in  today's  world.   Students  need  strong  basic  skills; 
they  also  need  broad  and  varied  points  of  view  to  cope  with  living  in  the  future  and 
must  not  be  deprived  of  these  experiences  by  attendance  at  schools  with  limited  pro- 
gram offerings.   (231.1) 

The  staff  must  be  large  enough  and  classes  small  enough  to  allow  opportunity  for 
teacher-pupil  interaction  and  personalized  assistance.   (231.2  and  232.) 
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Contact  time  with  students  is  the  most  important  part  of  a  teacher's  job.   Preparing 
lessons  and  materials,  reviewing  written  work  and,  in  many  cases,  other  "paper  work'' 
are  both  essential  and  time  consuming*   Teachers  will  do  a  more  effective  job  with 
students  if  time  for  preparation  has  been  provided.   As  an  example,  English  teachers 
are  encouraged  to  assign  more  writing  projects  to  students;  consequently,  English 
teachers  should  be  assigned  fewer  students.   (231.3  arid  232.4) 
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200  —  PERSONNEL 


Minimum 


Recommended 


210.   Certificates 

211.  All  teachers  shall  hold  valid 
Montana  teaching  certificates. 
Administrative  personnel  who  teach 
shall  also  have  teaching  certifi- 
cates.  (Section  75-2501(3),  R.C.M. 
1947).   The  term  "all  teachers" 
shall  be  interpreted  to  include 
teachers  involved  in  the  classroom 
instructional  activities  of  any 
federally  financed  program  or 
project o   An  Emergency  Authoriza- 
tion to  Teach  is  not  a  valid 
certificate  for  purposes  of  meeting 
these  standards;  it  is  an  emergency 
measure  only.   Neither  study  hall 
supervisors  nor  teacher  aides  need 
be  certificated. 

212.  Salary  shall  be  withheld  from 
teachers  who  have  not  registered 
their  certificates  in  the  office  of 
the  County  Superintendent  within 
sixty  (60)  days  after  their  term  of 
service  begins.   (Section  75-2501(4), 
R.C.M.  1947). 

213.  Certification  of  Non- instructional 
Personnel 

213.1  School  nurses  shall  be 
approved  through  the 
Montana  State  Department  of 
Health. 

213.2  Guidance  Counselors  shall 
hold  teaching  certificates 
and  have  at  least  30  quarter 
hours  (20  semester  hours) 
preparation  in  guidance. 

213.3  Speech  and  heading  therapists 
should  meet  the  requirements 
of  the  American  Speech  and 
Hearing  Association. 


213.3   Speech  and  hearing  therapists 
shall  meet  the  requirements  of 
the  American  Speech  and  Hear- 
ing Association.   Assistants 
in  speech  and  hearing  therapy 
shall  work  directly  under  the 
supervision  of  persons  certifi- 
cated by  the  American  Speech 
and  Hearing  Association. 
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200    --    PERSONNEL 


Minimum 

Recommended 

214.   All  teachers  shall  file  official 

transcripts  of  all  college  work  in 
the  office  of  their  chief  school 
administrator.   If  there  is  no  dis- 
trict superintendent  or  principal, 
the  County  Superintendent  is  the 
chief  school  administrator. 

220.   Teaching  Assignments 

221.  Teachers  shall  be  assigned  at  the 
level  and  in  the  subject(s)  for 
which  their  certificates  are  en- 
dorsed.  See  Certification  of 
Teachers  and  School  Administrators 
in  Montana,  Office  of  the  Superin- 
tendent of  Public  Instruction, 
Fifth  Edition,  June  1969. 

222.  Teachers  holding  certificates  en- 
dorsed for  general  subject  fields 
(general  science  or  social  studies, 
e.g.)  shall  have  15  quarter  (10 
semester)  credits  of  preparation 

in  any  specific  subject  taught 
within  the  general  area.   See 
Endorsement  Requirements  for 
Accreditation,  Office  of  the 
Superintendent  of  Public  In- 
struction, September  1969. 

223.  Special  reading,  special  education 
and  other  specialist  teachers 
shall  hold  a  certificate  endorse- 
ment in  their  speciality. 

224.  Holders  of  Secondary  Class  5  certi- 
ficates issued  for  reasons  of 
incomplete  professional  training 
shall  teach  only  in  their  field(s) 
of  endorsement. 

225.  Teachers  in  all  accredited  junior 
high  schools  shall  hold  valid 
Montana  teaching  certificates,  en- 
dorsed for  the  appropriate  level 
and  subjects.   Certification  at 
the  elementary  level  based  on  a 

221.  All  teachers  shall  be 
assigned  to  teach  their 
major  subject(s)  only. 

222.  Teachers  with  endorse- 
ment for  general  subject 
fields  shall  have  at  least 
30  quarter  (20  semester) 
credits  in  specific  sub- 
jects taught. 

224.  High  school  teachers  be 
assigned  to  teach  their 
major  subject  only. 

225.  The  proportion  of  teachers 
certificated  at  elementary 
or  secondary  levels  shall 
not  be  less  than  one-third 
at  either  level. 
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200  —  PERSONNEL 


Minimum 


Recommended 


225.  (Continued) 

Bachelor's  degree  entitles  the  holder 
to  teach  in  grades  kindergarten 
through  nine.  Teachers  with  such 
certification  shall  have  a  minimum 
of  30  quarter  (20  semester)  credits 
in  all  subjects  taught  at  the  ninth 
grade  level.   The  proportion  of 
teachers  certificated  at  elementary 
or  secondary  levels  shall  not  be 
less  than  one-fourth  at  either 
level. 

226.  Teachers  of  reading,  including 
those  at  junior  high  or  high 
school  level,  shall  have  had 
training  in  the  teaching  of 
reading. 

230.   Teacher  Load 

231.   High  school  and  junior  high  school 

231.1  High  schools  shall  employ 
at  least  four  certificated 
teachers  (or  full-time 
equivalent)  in  addition  to 
the  principal  or  superintend- 
ent. 

231.2  The  teacher-pupil  ratio  for 
the  school  shall  not  be 
greater  than  1/25.   (To 
determine  the  teacher-pupil 
ratio,  divide  the  total 
enrollment  as  of  the  date  of 
the  annual  report  to  the 
Office  of  the  Superintendent 
of  Public  Instruction  by  the 
full-time  equivalent  of 
certificated  instructional 
staff). 

Individual  class  size  shall 
not  exceed  30  pupils  except 
for  physical  education  and 
typing  classes,  which  may 
have  45  pupils.   Class  size 
limits  do  not  apply  to  instru- 
mental or  choral  groups. 
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226. 


English  teachers  shall 
have  training  in  teaching 
reading. 


231.1 


The  certificated  staff  shall 
be  supplemented  by  para- 
professionals  (teacher  aides) 


231.2 


Teacher-pupil  ratio  shall  be 
less  than  1/25. 


200  --  PERSONNEL 


Minimum 

Recommended 

231.3  No  teacher  shall  have  more 

231.3 

English  teachers 

shall  not 

than  25  clock  hours  of  as- 

be assigned  more 

than  100 

signed  pupil  responsibility 

students  per  day. 

per  week.   Library,  guidance 

and  study  hall  are  assigned 

pupil  responsibilities;  how- 

every  in  cases  where  a 

teacher  is  assigned  full-time 

in  these  areas,  the  assign- 

ment  may  be  for  the  entire 
school  day. 


232.   Elementary 


232.1  In  multi-grade  classrooms,  the 
maximum  class  load  shall  be  as 
follows : 

Primary  (grades  1,  2,  3)  - 

20 
Intermediate  (grades  4,  5, 

6)  -  24 
Upper  (grades  7  and  8)  -  26 

232.2  In  single-grade  rooms,  the 
maximum  class  load  shall  be 
as  follows: 


No  more  than  24  pupils 
grades  1  and  2 

No  more  than  26  pupils 
grades  3  and  4 

No  more  than  28  pupils 
grades  5  through  8. 


m 


in 


in 


232.3  The  teaching  load  in  elemen- 
tary schools  not  in  categor- 
ies 232.1  or  232.2  above  will 
be  considered  on  an  individ- 
ual basis. 
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232.1   The  certificated  staff  shall 
be  supplemented  by  para- 
professionals  (teacher  aids) 


232.2  The  certificated  staff 

shall  be  supplemented  by 
para-professionals  (teacher 
aides) . 


200  --  PERSONNEL 


Minimum 


Recommended 


232,4  During  the  regular  6  hour 
teaching  day,  each  teacher 
should  have  45  minutes  of 
preparation  and  planning 
time.   During  this  45 
minutes,  the  teacher  will 
be  free  of  any  direct 
responsibility  for  students 
in  the  classroom,  halls, 
playgrounds,  and  any  other 
organized  group  responsible 
ities. 


233.   Organizational  Innovations 

Schools  desiring  to  initiate  new 
teaching  techniques  or  class 
organization  which  may  depart  in 
some  degree  from  one  or  more  of  the 
accreditation  standards  shall  apply 
to  the  Office  of  the  Superintendent 
of  Public  Instruction  for  approval 
of  the  proposed  program.   A  brief 
outline  describing  the  program  and 
its  purpose  must  be  submitted  with 
the  request.   These  innovations  may 
be  continued  if  there  is  evidence 
that  the  program  is  achieving 
desirable  results. 
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232.4  During  the  regular  6  hour 
teaching  day,  each  teacher 
shall  have  45  minutes  of 
preparation  and  planning 
time.   This  time  should  be 
in  addition  to  any  regularly 
scheduled  recess  and  lunch 
period.   During  this  45 
minutes,  the  teacher  will  be 
free  of  any  direct  responsi- 
bility for  students  in  the 
classroom,  halls,  playgrounds, 
and  any  other  organized  group 
responsibilities. 

233.    Planned  innovation  shall  be 
in  progress. 


Section  300  --  School  Program 

The  program  of  studies  includes  all  of  the  curricular  activities  under  the  direction 
of  the  school  which  contribute  to  the  learning  experiences  and  the  behavioral  changes 
of  the  student.   The  minimum  program  of  instruction  required  for  each  school  contains 
courses  designed  to  meet  the  general  needs  of  society.   In  addition,  each  school 
should  provide  elective  courses  which  more  adequately  acknowledge  and  service  the 
individual  needs  and  interest  of  the  students. 

The  school  curriculum  should  be  continuously  evaluated  to  determine  the  validity  of 
the  school's  instructional  objectives,  the  degree  to  which  these  objectives  have  been 
achieved,  and  the  appropriateness  of  curriculum  design. 

A  major  resource  for  curricular  activities  is  the  school  library.   In  these  standards, 
the  term  "library"  includes  instructional  media  centers,  communication  centers,  or 
other  titles  used  to  describe  this  resource. 

The  standards  outline  the  services  to  be  provided  by  the  school's  media  program  as 
well  as  requirements  for  personnel,  materials,  budget  and  facilities  needed  to 
implement  the  program  effectively.   Although  these  standards  are  presented  for  a 
unified  media  program,  they  are  equally  applicable  to  schools  having  separate  libraries 
and  media  centers.   In  any  case,  all  materials  available  to  the  school  should  be 
cataloged  in  the  library  to  insure  easy  access  for  students  and  teachers. 

Because  of  the  importance  of  adequate  resource  materials  to  all  areas  of  the  curri- 
culum, the  standards  require  a  media  collection  representing  a  balanced  coverage  of 
subjects,  reading  levels,  types  of  materials  and  variety  of  content.   Fiction  should 
be  represented,  but  in  a  balanced  proportion  to  other  areas  of  collection. 

Magazines  and  periodicals  contain  materials  not  found  elsewhere  and  are  a  primary 
source  of  information  concerning  current  events.   Therefore,  a  collection  of  magazines 
and  periodicals  representative  of  many  subjects  and  special  interest  areas  and  in- 
cluding popular  reading  material  should  form  an  important  part  of  the  school's  total 
media  collection. 
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Minimum 


Recommended 


310.   Curriculum  -  High  School  and  Junior  High 
School 

311.  Participation  in  Curriculum 
Improvement 

All  teachers  shall  participate  in 
in-service  programs  for  curriculum 
development  and/or  instructional 
planning.   (See  also  Standard  141) 

312.  Pupil  load 

The  normal  pupil  load  shall  be  a 
minimum  of  four  units  per  year, 
exclusive  of  instrumental  or  choral 
groups,  health  and  physical  education 
and  student  activities. 

313.  Requirements  for  Graduation 


313.1 


A  high  school  shall  require 
a  minimum  of  sixteen  units 
for  graduation  including 
ninth  grade  units.   A  unit 
of  credit  shall  represent 
the  following  minimum  re- 
quirements of  classroom  or 
laboratory  work  per  week 
during  the  school  year: 

Subjects  without  laboratory 
work  -  225  minutes 

Subjects  that  require  labora- 
tory work  or  practice  such 
as  home  economics,  industrial 
arcs,  science  or  individual 
typing  -  270  minutes 


See  Standard  233, 
tion. 


On  innova- 


313.2 


The  following  requirements 
for  graduation  have  been 
established  by  the  State 
Board  of  Education  (Section 
75-107(4),  R.C.M.,  1947). 

1)   English  -  4  units 
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Minimum 

Recommended 

313.2  Con 

zinued 

2) 

American 

History  -  1  unit 

3) 

American 

Government  -  \ 

3)   1  unit  of  American  Govern- 

unit.  A 

2-unit  course  in 

ment  shall  be  required. 

American 

History  and 

American 

Democracy,  which 

includes 
Governmer 

a  study  of 
it.  mav  be  used 

to  meet  the  American 
History  and  Government 
requirements. 

4)  Mathematics  -  2  units 

5)  Laboratory  Science  -  1 
unit 

6)  Health  and  Physical 
Education  -  1  unit 

313.3  Enrollment 

Pupils  shall  not  be  gradu- 
ated from  high  school  with 
less  than  four  years  enroll- 
ment.  Deviations  from  this 
norm  may  be  permitted  by  the 
local  administrator  with  the 
approval  of  the  Superin- 
tendent of  Public  Instruction. 

313.4  Transfer  of  Units  of  Credit 

Units  of  credit  earned  in 
any  accredited  Montana  high 
school  shall  be  accepted  in 
all  Montana  high  schools. 

313.5  Units  of  Credit  Earned 
through  Correspondence 

At  the  discretion  of  the 
local  school  board,  a  regu- 
larly enrolled  pupil  may 
apply  toward  graduation 
credits  earned  through  the 
United  States  Armed  Forces 
Institute  or  earned  through 
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Minimum 


Recommended 


313.5  Continued 

one  of  the  schools  approved 
by  the  National  Home  Study 
Council.   Such  units  of 
credit,  taken  with  the 
approval  of  the  Montana  high 
school  in  which  the  pupil 
was  then  enrolled  and  ap- 
pearing on  the  pupil's 
official  transcript,  must 
be  accepted  in  any  Montana 
high  school. 

313.6  Units  of  Credit  Earned 
through  Adult  Education 
Classes 

At  the  discretion  of  the 
local  school  board,  credit 
earned  in  adult  education 
classes  may  be  applied 
toward  graduation  require- 
ments, provided  that  the 
following  conditions  are 
met: 

1)   The  adult  education 

classes  have  been  estab- 
lished in  accordance 
with  Section  75-1633, 


R.C.K. 


1947. 


2) 


3) 


The  adult  education 
classes  are  tught  by 
properly  certificated 
teachers  employed  by 
the  school  district. 

The  adult  education 
classes  have  the  same 
content,  sequence  and 
class  time  (or  equiv- 
alent) as  the  regular 
high  school  classes  in 
the  same  subject(s). 
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Minimum 


Recommended 


313,7   Units  of  Credit  Earned 
through  Summer  Classes 

At  the  discretion  of  the 
local  school  board,  credit 
earned  in  summer  classes 
may  be  applied  toward 
graduation  requirements 
if  the  following  condi- 
tions are  met: 

1)  The  summer  classes  are 
taught  by  properly 
certificated  teachers. 

2)  The  summer  classes 
meet  the  time  require- 
ment established  for 
hign  school  units  of 
credit, 

314.   Program  of  Studies 

314.1  High  School  -  Each  high 
school  shall  offer  at 
least  16  units  of  course 
work  which  shall  include 
at  least  the  following: 

1)  English  -  four  units, 
the  basic  minimum 
program  in  the  four 

sk ills  of  comrnun z  ca 1 1 on 
(speaking,  listening, 
reading,  and  writing)  is 
required  eacn  year, 

2)  Social  Studies  -  two 
un  L  t  s . 

3)  Mathematics  -  two 
units. 


4) 


bci ence 


two  units, 
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314.1  At  least  two  units  in 
a  foreign  language  be 
offered.   Units  not 
specified  from  (1)  -  (7) 
may  be  chosen  from  any 
combination  of  areas. 
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Minimum 


Recommended 


5)  Health  and  Physical 
Education  -  one  unit. 
A  school  must  offer 
at  least  a  two  year 
program  of  Physical 
Education  and  spe- 
cific instruction 

in  Health,  the  con- 
tent adjusted  to 
provide  for  earning 
of  one  unit  of 
credit  during  the 
two  year  period. 
Pupils  must  take 
Health  and  Physical 
Education  for  two 
years. 

6)  Fine  Arts  -  one 

unit  (includes  music, 
art,  drama) 

7)  Practical  Arts  - 
two  units  (includes 
Home  Economics,  In- 
dustrial Arts, 
Business  Education 
and  Agriculture) 

8)  Two  electives 

314.2  Junior  High  School 

Each  junior  high 
school  must  offer: 

1)  English  (language 
arts)  -  3  years 

2)  Social  Studies  - 
3  years 

3)  Mathematics  -  3 
years,  including 
both  algebra  and 
general  math  in 
grade  9. 

4)  Science  -  3  years 

5)  Physical  Education 
and  Health  -  3  years 

6)  Fine  Arts  -  Music  - 
3  years 

Art  -  3  years 


English 

5 

units 

6 

units 

7 

units 

Social  Studies 

3 

units 

4 

units 

5 

units 

Mathematics 

3 

units 

4 

units 

5 

units 

Science 

3 

units 

4 

units 

5 

units 

Health  and  Physi- 
cal Education 

1 

unit 

2 

units 

2 

units 

Fine  Arts 

2 

units 

3 

units 

4 

units 

Practical  Arts 

3 

units 

4 

units 

5 

uni  ts 

Foreign  Language 

"  2 

units 

3 

units 

4 

units 

Elective 

8 

units 

10 

units 

23 

units 

TOTAL 

30 

units 

40 

units 

60 

units 

RECOMMENDED 
PROGRAM  OF  STUDIES 

Enroll-    Enroll-   Enroll- 
ment      ment      ment 
Up  to  500   501-1000   1001-up 


25- 


300  --  SCHOOL  PROGRAM 


Minimum 


Recommended 


314.2   (Continued) 


7)  Practical  Arts  -  2  years 
(Home  Economics  and 
Industrial  Arts) 

8)  Foreign  Language  - 
1  year 

In  grade  9,  units  of  credit 
must  meet  high  school  re- 
quirements as  described  in 
313.1  (See  Section  233  on 
innovation) . 

320.   Curriculum:   Elementary 

321.  Each  school  district  must  adopt  a 
plan  to  review  textbooks  at  least 
every  five  years. 

322.  Basic  textbooks  for  specific 
subject  areas  shall  be  of  the 
same  series  through  grade  six  in 
all  schools  in  a  given  district 
and  shall  be  of  an  acceptable 
copyright  date.   Acceptable  copy- 
right is  a  date  within  the  last 
period  of  significant  improvement 
of  textbooks  editions  in  the  sub- 
ject area. 

323.  A  school  district  may  write  its 
own  course  of  study  in  any  curric- 
ulum area;  and,  when  approved  by 
the  State  Superintendent  of  Public 
Instruction,  this  course  of  study 
may  replace  all  textbook  require- 
ments. 

330.   Library  Services  -  High  School  and 
Junior  High  School 

331.   Each  school  shall  have  a  library 

where  print  and  non-print  materials 
will  be  accessible  to  the  students 
and  teachers.   The  library  shall 
include  audiovisual  materials  and 
media. 
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Minimum 


Recommended 


332.   Library  Guide 

The  Guide  for  Montana  School 
Libraries,  1969,  as  developed  by 
the  State  School  Library  and 
Audiovisual  Committee,  approved 
by  the  Superintendent  of  Public 
Instruction,  shall  be  used  as  a 
basic  guide  for  library  proce- 
dures. 


333.   Personnel 

The  full-time  or  part-time 
librarian  shall  have  a  teaching 
certificate  with  a  library  en- 
dorsement.  The  librarian  must 
have  competencies  in  both  school 
library  and  audiovisual  areas,  as 
well  as  knowledge  in  fields  of 
learning  theory,  communications 
and  curriculum  development. 

333.1  In  junior  and  senior  high 
schools  of  100  or  fewer 
pupils,  the  librarian 
shall  devote  a  minimum  of 
two  periods  a  day  in  the 
library. 

333.2  In  junior  and  senior  high 
schools  of  101  to  300 
pupils,  the  librarian 
shall  spend  a  minimum  of 
four  periods  a  day  in  the 
library. 

333.3  In  junior  and  senior  high 
schools  of  301  to  500 
pupils,  the  librarian 
shall  spend  full-time  in 
the  library. 

333.4  Junior  and  senior  high 
schools  of  501  pupils  and 
up  shall  have  a  full-time 
librarian  and  an  addi- 
tional half-time  equiva- 
lent librarian  for  each 
additional  500  students. 


333.1  One  library  aide  be 
employed  for  each 
librarian. 


333.2  One  library  aide  be 
employed  for  each 
librarian. 


333.3  One  library  aide  be 
employed  for  each 
librarian. 


333.4  One  library  aide  be 
employed  for  each 
librarian. 
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334.   Books  and  Reference  Materials 

334.1  The  majority  of  titles  in 
the  book  collection  shall 
be  selected  by  the  library 
staff,  with  the  assistance 
of  teaching  staff.   H.  W. 
Wilson  Company's  Senior 
High  School  Library  Catalog, 
and  the  Junior  High  School 
Library  Catalog  or  the 
Gaver's  Elementary  Library 
Collection  are  recommended 
as  guides  to  a  basic  collec- 
tion. 

334.2  A  balanced  distribution  of 
titles  shall  be  maintained 
in  all  classifications  of 
which  at  least  80  per  cent 
of  the  required  minimum  of 
titles  shall  be  non-fiction. 

334.3  The  minimum  number  of 
volumes,  exclusive  of 
government  documents  and 
textbooks,  shall  be  2,000, 
or  at  least  a  ratio  of  ten 
books  per  pupil,  whichever 
is  greater,  until  a  school's 
enrollment  reaches  500. 
Above  an  enrollment  of  500, 
a  ratio  of  at  least  seven 
additional  books  per  pupil 
shall  be  provided. 

334.4  A  representative  variety  of 
three  or  more  standard  sets 
of  encyclopedias,  one  set  of 
which  is  copyrighted  within 
the  last  five  years,  is  to  be 
available  in  the  library.   At 
least  one  of  the  three  sets 
shall  be  an  adult  encyclopedia, 

334.5  One  or  more  unabridged  dic- 
tionaries and  student  dic- 
tionaries in  number  sufficient 
to  serve  the  number  of  pupils 


334.3  At  least  6,000  volumes 

or  a  ratio  of  20  volumes 
per  student,  whichever 
is  greater. 
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Minimum 

Recommended 

334.5   (Continued) 

the  library  accommodates 

shall  be  provided. 

334.6  One  world  atlas  and  one 

historical  atlas  copy- 

righted within  the  last 

three  years  must  be 

available  in  the  library. 

335.   Periodicals 

335.1  Periodicals  shall  be 

selected  so  as  to  repre- 

sent, as  nearly  as  possible, 

all  areas.   Proper  storage 

and  filing  space  shall  be 

provided  for  current  and 

back  copies  of  periodicals. 

Periodicals  to  fulfill 

minimum  requirements  should 

• 

be  selected  from  those  in- 

cluded in  the  Reader's  Guide 

to  Periodic  Literature  or 

the  Abridged  Reader cs  Guide 

to  Periodic  Literature. 

335.2   In  addition  to  one  or  more 

335.2  In  addition  to  one  or 

metropolitan  newspapers  and 

more  local  newspapers, 

to  one  or  more  local  news- 

and two  or  more  metro- 

papers, the  minimum  number 

politan  newspapers,  the 

of  periodicals  for  student 

library  (media  center) 

use  for  schools  of  various 

should  subscribe  to  one 

enrollments  is  ten  periodicals 

or  more  foreign  news- 

for student  use  plus  six 

papers. 

additional  periodicals  for 
every  hundred  students  or 
major  fraction  thereof. 


336.   Budget 


336.1 


After  a  secondary  library  is 
once  supplied  with  the 


A  minimum  of  20  titles 
plus  ten  additional 
periodicals  for  every 
hundred  students  or 
major  fraction  thereof 
up  to  a  total  of  150 
titles. 


336.1  After  the  secondary  library 
is  once  supplied  with  the 
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Minimum 

Recommended 

336.1 

(Continued) 

336.1  (Continued) 

minimum  collection,  the 

minimum  collection,  the 

annual  expenditure  for  books 

annual  expenditure  for 

and  periodicals,  exclusive 

books  and  periodicals, 

of  textbooks  and  audiovisual 

exclusive  of  textbooks 

materials,  must  meet  the 

and  audiovisual  materials, 

following  minimum  expendi- 

must meet  the  following 

tures: 

minimum  expenditures: 

100  pupils  or  fewer--$  800 

100  pupils  or 

101-200  pupils 1,000 

fewer $1,200 

201-500  pupils- 2,000 

101-200  pupils--  1,500 

or  $5  per  student, 

201-500  pupils--  3,000 

whichever  is  greater, 

or  $7  per  student, 

501-1,000  students---  3,000 

whichever  is  greater, 

or  $4  per  student, 

501-1,000  stu- 

whichever is  greater, 

dents 4,500 

1,001-1,800  students-  4,000 

or  $6  per  student, 

or  $3.50  per  student, 

whichever  is  greater, 

whichever  is  greater, 

1,001-1,800  stu- 

Over 1,800  students--  6,000 

dents 6,000 

or  $3  per  student, 

or  $5  per  student, 

whichever  is  greater 

whichever  is  greater, 
Over  1,800  stu- 
dents   9,000 

or  $4  per  student, 
whichever  is  greater 

336.2 

An  adequate  budget  in  addi- 
tion to  book  budget  for 
regular  encyclopedia  re- 
placement, audiovisual 
material  and  supplies  shall 
be  provided.   A  minimum  of 
$3.00  per  student  shall  be 
expended  for  media  soft- 
ware. 

337.   Record 

s 

337.1 

All  instructional  center 
materials  belonging  to  the 
school  shall  be  properly 
inventoried  and  cataloged 
in  the  library.   A  shelf 
list  and  standard  card 
filing  system  shall  be  used 
for  all  instructional 
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Minimum 

Recommended 

337.1 

(Continued) 

material  and  equipment 
(print  and  non-print)  which 
will  include  necessary 
author,  title  and  subject 
cards. 

338.   Facilities 

338.1 

Sufficient  seating  space 

338. 

1  Sufficient  seating  space 

shall  be  provided  for  10 

shall  be  provided  for 

per  cent  of  the  student 

15  per  cent  of  the  stu- 

body, or  for  25  pupils, 

dent  body,  or  for  30 

whichever  is  greater. 

pupils,  whichever  is 
greater. 

338.2 

Provision  shall  be  made  for 

338. 

2  Provision  shall  be  made 

magazine  storage,  work 

for  conference  rooms, 

areas  and  individual  study 

media  production  labora- 

areas for  viewing,  listen- 

tory and  dark  rooms. 

ing  and  recording. 

338.3 

The  library  shall  be  open 

338 

,3  The  library  should  be 

on  all  instructional  days 

made  available  to  stu- 

for pupil  and  teacher  use 

dents  and  staff  in  the 

during  all  periods  of  the 

evenings. 

school  day  as  well  as  im- 

mediately preceding  and 

following  regular  school 

hours.   The  staff  shall 

provide  the  pupils  with 

instruction  in  the  use  of 

the  media. 

339.   Non-printed  Educational  Media 

339.1 

School  library  will  make 
available  audiovisual  mate- 

rifll  r  mppf-incr  t"hp  nppds  nf 

339.2 


the  individual  school.   In- 
cluded will  be  films,  film- 
strips,  slides,  maps,  globes, 
graphs,  recordings,  trans- 
parencies, charts  and  realia. 

The  following  equipment 
shall  be  available  through 
the  library:   overhead  pro- 


339.2  Additional  equipment 
such  as  the  following 
should  be  available: 
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Minimum 

Recommended 

339.2   (Continued) 

339.2 

(Continued) 

jector,  16mm  projector, 

Opaque  projector,  slide 

filmstrip  projector,  record 

projector,  sound  filmstrip 

player,  radio,  duplicator, 

projector,  TV  receiver, 

and  primary  typewriter. 

listening  stations,  study 
carrels  and  a  transparency 
maker. 

340.   Library  Service  -  Elementary 

341. 

Central  Library 

341.1  Schools  with  more  than  350 

341.1 

Library  services  shall 

enrollment  shall  maintain 

include  a  central  library 

a  central  library. 

with  a  reading  room  large 
enough  to  accommodate  the 
largest  class. 

342. 

Library  Guide 

The  Guide  for  Montana  School 
Libraries,  as  developed  by  the 
State  School  Library  and  Audio- 
visual Committee,  approved  by  the 
State  Superintendent  of  Public 
Instruction,  shall  be  used  as  a 
basic  guide  for  library  procedures. 

• 

343. 

Personnel 

343.1   School  with  more  than 

343.1 

The  librarian  shall  have  a 

three  teachers  must  assign 

teaching  certificate  with 

a  certified  teacher  with  a 

library  endorsement.   One 

minimum  of  nine  credit 

library  aide  shall  be 

hours  in  professional 

employed  for  each  full-time 

library  training  at  a  ratio 

professional  librarian. 

of  1  librarian  to  800 

students  or  a  minimum  of 

one  hour  per  day  whichever 

is  greater. 

344. 

Books  and  Reference  Materials 

344.1  The  majority  of  titles  in 
the  book  collection  shall 
be  selected  by  the  library 
staff,  with  the  assistance 
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Minimum 

Recommended 

344. 

1 

(Continued) 

of  the  teaching  staff. 
H.  W.  Wilson's  Children's 
Catalog;  American  Library 
Association's  Basic  Book 
Collection  for  Elementary 
Grades;  The  Elementary 
School  Library  Collection 
by  Mary  V.  Gaver,  may  be 
used. 

344. 

2 

The  minimum  number  of  vol- 

344.2 The  minimum  number  of 

umes  exclusive  of  textbooks 

volumes  exclusive  of 

and  reference  books  shall 

textbooks  and  reference 

be  500  volumes  or  at  least 

books  shall  be  800 

ten  books  per  pupil,  which- 

volumes, or  at  least  12 

ever  is  greater,  until  a 

books  per  pupil,  which- 

school's enrollment  reaches 

ever  is  greater,  until 

500.   Above  an  enrollment 

a  school's  enrollment 

of  500.  at  least  five  addi- 

reaches 500.   Above  an 

tional  books  shall  be  pro- 

•enrollment of  500,  at 

vided  per  pupil. 

least  six  additional 
books  shall  be  provided 
per  pupil. 

344. 

3 

One  set  of  up-to-date  en- 
cyclopedias, of  appropriate 
maturity  level,  must  be 
provided  in  each  classroom 
above  the  third  grade 
(encyclopedia  must  meet 
American  Library  Association 
Standards).   Also,  in  the 
central  library  one  set  of 
up-to-date  encyclopedias 
must  be  provided. 

344. 

4 

One  dictionary  for  class- 

344.4 One  dictionary  shall 

room  use  for  every  two 

be  provided  for  class- 

pupils in  grades  three 

room  use  for  each  pupil 

through  eight  must  be  pro- 

in grades  three  to 

vided. 

eight. 

344 

.5 

At  least  one  atlas  copy- 
righted within  the  last 
three  years  must  be  avail- 
able in  each  classroom 
above  the  third  grade. 
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Recommended 

344.6  At  least  one  atlas  copy- 

righted within  the  last 

three  years  should  be 

available  in  the  central 

library. 

345. 

Periodicals 

345.1  The  minimum  number  of 

345.1 

Daily  newspaper  shall  be 

periodicals  shall  be  two 

provided  for  the  central 

children's  periodicals  of 

library. 

appropriate  age  level  for 

each  classroom. 

346,   Budget  -  Elementary 

346.1  After  an  elementary  library 
is  once  supplied  with  the 
minimum  collection,  the 
annual  expenditure  for 
books  and  periodicals,  ex- 
clusive of  textbooks,  ref- 
ence  books,  dictionaries, 
and  audiovisual  material, 
must  meet  the  following 
minimum  expenditure:   (See 
Topic  13,  page  4,  School 
Finance  Handbook,  Item  1-333) 
A  school  with  300  enrollment 
or  fewer  must  budget  $4.50 
per  pupil  or  $100,  which- 
ever is  greater.  A  school 
with  over  300  enrollment 
must  budget  $1,350  plus 
$2.50  per  student  over  300. 

346.2  Adequate  funds  must  be 
provided  in  addition 

to  book  budget  for  regular 
encyclopedia  replacement, 
audiovisual  material  and 
supplies.   A  minimum  of 
$3.00  per  student  shall  be 
expended  for  media  software. 
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300  --  SCHOOL  PROGRAM 


Minimum 

Recommended 

347.   Resources 

347.1 

All  instructional  center 
materials  belonging  to  the 
school  shall  be  properly 
inventoried  and  cataloged 
in  the  library.   A  shelf 
list  and  standard  card  fil- 
ing system  shall  be  used 
for  all  instructional  mate- 
rials and  equipment  (print 
and  non-print)  which  will 
include  necessary  author, 
title  and  subject  cards. 

348.   Facilities 

348.1 

The  central  library  shall 
provide  space  for  30  pupils, 
with  adequate  shelves  open 
to  pupils  and  teachers  at 
all  times. 

348.2 

Provision  shall  be  made  for 

348.2 

Provision  shall  be  made 

magazine  storage,  work  areas 

for  conference  rooms, 

and  individual  study  areas 

media  production  labora- 

for viewing,  listening  and 

tory  and  dark  rooms . 

recording. 

348.3 

The  library  shall  be  open 

348.3 

The  library  should  be 

on  all  instructional  days 

made  available  to  stu- 

for pupil  and  teacher  use 

dents  and  staff  in  the 

during  all  periods  of  the 

evening. 

school  day  as  well  as 

immediately  preceding  and 

following  regular  school 

hours.   The  staff  shall 

provide  the  pupils  with 

instruction  in  the  use  of 

the  media. 

350.   Guidance  and 

Counseling  -  High  School 

and  Junior  High  School 

351.   Counse 

lor  Qualifications 

351. 

Counselor  Qualifications 

Each  f 

ull-time  counselor  and  oart- 

Each  counselor  shall 

time  counselor  shall  have  a  valid 
Montana  teaching  certificate  and 


have  a  master's  degree 
in  school  counseling 
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300   -    SCHOOL  PROGRAM 


Minimum 


Recommended 


351.  Continued 

have  at  least  30  quarter  hours 
(20  semester  hours)  preparation 
in  guidance 

352.  Counselor  Time 

A  minimum  equivalent  of  one  full- 
time  counselor  for  each  400 
pupils  shall  be  provided.   All 
schools  must  have  a  counselor 
assigned  for  at  least  one  hour  a 
day. 

353.  Facilities 

A  separate  room  specifically 
designed  for  guidance  and 
counseling  shall  be  provided 

See  also  160. 


351, 


352. 


353, 


360.   Guidance  and  Counseling  -  Elementary 

361.   Pupil  guidance  and  counseling 
service  shall  be  provided. 


361, 


Continued 
and  guidance. 

Counselor  Time 

One  full-time  counselor  for 
each  300  students  shall  be 
provided. 


Facilities 


A  room  or  rooms  wherein 
counselor (s)  may  conduct 
testing,  group  guidance 
or  small  conferences 
shall  be  provided. 

Adequate  space  and 
facilities  for  clerical 
assistance  shall  be 
provided. 

A  guidance  library  shall 
be  provided  which  is 
available  to  all  students, 


A  minimum  equivalent  of  one 
full-time  counselor  for  each 
600  pupils  shall  be  pro- 
vided. The  counselor  shall 
have  a  valid  Montana  teach- 
ing certificate  endorsed  in 
guidance. 
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Section  400  --  School  Facilities 


The  effectiveness  of  a  school  program  is  influenced  by  physical  surroundings,  both 
inside  and  outside  of  the  school  building.   Therefore,  a  school  should  strive  for 
satisfactory  and  appealing  conditions  within  the  building,  such  as  good  lighting, 
seating  and  ventilation  and  modern  equipment,  as  well  as  safe  play  areas  and 
attractive  school  grounds. 

School  buildings  should  be  properly  designed,  constructed  and  maintained  so  as  to 
promote  better  health  and  a  better  atmosphere  for  learning  by  providing  desirable 
conditions  in  which  to  work.   Moreover,  buildings  should  be  designed  to  adapt  to 
changes  in  curriculum  and  teaching  methods.   Modern  technology  and  a  wide  choice 
of  versatile  construction  materials  and  systems  make  it  possible  to  improve  exist- 
ing conditions  and  to  provide  buildings  with  greater  flexibility  both  simply  and 
inexpensively. 

Because  of  the  great  danger  of  fire,  buildings  must  provide  safe  and  easily 
accessible  exits  from  all  parts  of  the  building  as  well  as  dependable  safety  de- 
vices and  emergency  fire  fighting  equipment. 

Each  school  should  have  the  publication  School  Environment- -Guide ,  Law  and 
Regulations,  published  in  1963  by  the  Montana  State  Department  of  Health,  avail- 
able for  ready  reference.   To  supplement  the  laws  pertaining  to  school  environ- 
ment, the  State  Department  of  Health,  under  its  legal  powers  and  responsibilities, 
has  adopted  regulations  known  as  Health  Regulation  No.  91.   These  regulations 
serve  as  the  minimum  acceptable  standards  for  Montana  schools  and  are  outlined 
in  the  publication.   The  publication  also  points  out  desirable  conditions  and  the 
reasons  for  suggested  features  in  the  school  environment. 
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400.   SCHOOL  FACILITIES 

410.   Site  and  Grounds 

411.  The  area  must  be  of  sufficient  size  to  provide  adequate  space 
for  school  facilities  and  activities  and  so  located  as  to  conform 
to  state  and  local  building  requirements. 

412.  New  and  remodeled  schools  must  comply  with  requirements  outlined 
in  School  Environment  Guide,  Law  and  Regulations,  published  by  the 
Montana  State  Department  of  Health,  1963. 

420.   School  Plant  and  Facilities 

421.  The  school  plant  and  facilities  must  be  adequate  for  the  number 
of  pupils  enrolled  and  curricula  offered  and  must  be  so  con- 
structed and  equipped  as  to  safeguard  health  and  protect  pupils 
and  staff  against  fire  and  other  hazards. 

422.  All  high  schools,  regardless  of  enrollment,  must  have  at  least 
four  general  classrooms  in  addition  to  a  study  hall  and  a  library. 
All  rooms  shall  be  neat,  clean  and  well  lighted  and  attractive 
and  adequately  heated  and  ventilated. 

423.  Schools  must  provide  a  special  room  with  the  necessary  equipment 
for  emergency  nursing  care  and  first  aid. 

424.  Lunch  rooms  shall  meet  state  standards  for  food  handling  estab- 
lishments and  the  standards  established  by  the  School  Food  Services 
in  the  Office  of  the  State  Superintendent  of  Public  Instruction. 
(See  State  of  Montana  Sanitary  Code  for  Eating  and  Drinking 
Establ ishments  issued  by  the  State  Department  of  Health,  latest 
edition. ) 

425.  New  construction,  enlargement  or  remodeling  of  any  building  to 
be  used  for  public  school  purposes  must  be  approved  by  the  State 
Superintendent  of  Public  Instruction,  the  State  Department  of 
Health  and  the  State  Fire  Marshal. 

426.  The  furnishing  and  equipping  of  the  school  building  shall  be 
sufficient  in  quality  and  quantity  to  achieve  the  purpose  of  a 
quality  educational  program.   Hygienic  requirements  and  adapt- 
ability to  various  school  and  classroom  activities  should  be 
carefully  considered  in  the  selection  of  school  equipment  and 
materials.   Adequate  storage  space (s),  convenient  to  classrooms, 
should  be  provided  for  equipment  and  materials. 

427.  A  standard  size  flag  of  the  United  States  of  America  shall  be 
displayed  in  accordance  with  Section  75-1632(21),  R.C.M. ,  1947. 
The  Montana  state  flag  must  be  properly  displayed  in  an  appro- 
priate location  in  the  building. 
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430.   Maintenance 

431.  The  school  grounds  and  buildings  must  be  maintained  in  such 
manner  so  as  to  assure  the  health  and  safety  of  pupils  and  staff. 

432.  Custodial  service  and  heating,  lighting,  ventilation,  water 
supply  and  lavatories  shall  be  such  as  to  insure  hygienic  condi- 
tions for  students  and  staff.  Standards  of  the  State  Department 
of  Health  must  be  met. 

440.   Safety 

441.  Regular  fire  drill  instruction  and  fire  drills  must  be  conducted 
in  accordance  with  Section  75-2301  and  2302,  R.C.M. ,  1947. 

442.  Precautions  for  protection  against  disasters  such  as  blizzards, 
fire,  flood,  earthquake,  bomb  threat  or  nuclear  disaster  must 
be  taken  throughout  buildings  and  grounds. 

443.  Safety  precautions  must  be  taken  for  the  protection  of  pupils 
and  staff  against  injuries  in  all  buildings  and  on  all  grounds, 
particularly  on  playgrounds  and  in  laboratories,  shops  and 
gymnasiums.   Special  provisions  must  be  made  to  protect  students 
while  operating  power  machinery. 

444.  Gas  supply  lines  serving  science  laboratories,  home  economics 
rooms  or  instructional  areas,  shops  and  other  rooms  utilizing 
multiple  outlets  shall  have  a  master  shut-off  valve  that  is 
readily  accessible  to  the  instructor  or  instructors  in  charge. 

445.  Home  economics  rooms  or  instructional  areas,  shops,  offices  and 
other  rooms  using  electrically  operated  instruction  equipment 
shall  be  supplied  with  a  master  electric  switch  readily  accessible 
to  the  instructor  or  instructors  in  charge. 
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